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Logging on via Drupal
Login to the pre-go-live site via the following link: https://stage.law.ox.ac.uk

Click on the link in the footer called “Oxford login” and login with SSO.

How to find a page

If your page is in a subsite, refer to the subsite guide.

If you only have the black admin bar at the top, click ‘Manage’ to get a second
admin bar.

E Manage | Y Shortcuts ‘!._ olamalu

Click on 'Content'.

f‘:_‘ k! content

You now have a list of all pages that can be found on the site.
You can use the filters at the top of the page to get a shorter list. E.g. filter by
content type or search by page title.

Title Content type Published status Language

- Any - v ‘

-Any - v ‘ -Any - v

Filter

Creating new pages

Go to Content > Add content and choose what content type you want to
Create.


https://stage.law.ox.ac.uk/
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W My

® I content | A/ Structure
Add content 3
Comments
Files
Media >

Edit

View

".’g Appearance
Article
Basic page
Course
Event
Landing Page
Listing page
MNews
Option
Options page
Person
Project
Section index

Study landing Page

Fill in the fields as appropriate and save the page.

Loading images

There are content types that have a banner image or image paragraph field
where you can upload an image from your computer.
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Upload Image listing
File upload *
Gl e e e e e e e e e n)
1 1
1 1
: Drop files here to upload them :
1 1
[ or I
1 1
1 1
1 1
I Select Files I
1 1
1 1
1 1
1 1
b e e e e e e e e m e e e e e e e e e = = = = J

Select files

To upload a new image, drop the file there or click on ‘select files’ and choose
the image from your computer. When the image thumbnail appears in the field,
click the ‘select files’ button. This will add the image to the page.
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File upload *
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1 ]
1 ]
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1 ]
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To re-use an image that's already on the site, go to ‘Image listing’ where you
can search for the image name. When you’ve found the image, tick the box to
select it, scroll down and click on ’select files’.
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Upload Image listing
Name
Apply

2022 hogan_lovells _equality and diversity essay competition.png

| | helen_garner.jpg

You can select one media item.

Editing images

When an image is added, you will see an edit button by the image.

¥ PARAGRAPH IMAGE

| Remove |

._/' - \"'
. Edit |
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Here you can add an alt text and crop the image.

The alternative text is a short description of the image and it's used by screen
readers, so it is important for accessibility.
Zz 01 sguare 1.png(1.94 KB) Remove

Alternative text *

Short description of the image used by screen readers and displayed when the image is
not loaded. This is important for accessibility.

You can also crop the image by clicking on ‘Crop image’ to open that section

~ Cropimage

Banner
Book cover
News Image

Reset crop

You will need to select the correct crop, for example if this image is used as a
banner, crop it with the banner crop.
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To crop the image, drag the lit up box and select what you want to show from
the image.

If you re-use an image that’s already on the site, the alt text and crop will be

carried over. If you change any of them, it will change for every page where the

image is used on.

Embedding images in text

To embed images in text fields, paste your cursor where you want to add the
image and use the ‘Insert from Media library’ tool.

Paragraph text

B I @ = § = = |9 E|EA Nomal - [¢] Source

The Bonavero Institute of Human Rights supports vigorous and diverse scholarly discussion about

human rights, and seeks to foster collaboration between scholars and practitioners, notably human
rights lawyers and judges.

Our team undertakes worldclass research, looking at human rights from a range of perspectives,

and working openly and collaboratively with colleagues at Oxford and around the world.

There will be a pop-up window where you can either add a new image from
your computer, or search and select an already uploaded image. To select an

image, tick the image box and click the ‘insert selected’ button. This will add
the image in the text.
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Add or select media

1
]
1
1
1

One file only.
12 MB limit.
Allowed types: png gif jpg jpeg.

Name

Select files

Sort by

Newest first ~ Apply Filters

.

1 of 1 item selected

Insert selected

You will now see an ‘edit media’ button by the embedded image. Click to edit

the image.

Paragraph text

i

Edit media |

B I [@ e

rights lawyers and judges.

= |9y Ld BH | Format

The Bonavero Institute of Human Rights supports vigorous and diverse scholarly discussion about

human rights, and seeks to foster collaboration between scholars and practitioners, notably human

Here you can add an alt text, add caption, change the alignment of the image
(left, right, centre) and select a width for the image (either 25%, 50% or 100%).
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Alternate text

Short description of the image used by screen readers and displayed when the
image is not loaded. This is important for accessibiliky.

Align
() None (®) Left( ) Center () Right

|| caption

Display

Width 50%

Save

Please note: the image alignment won’t appear as you selected it on
the edit screen, but it will appear with the correct position when you
save and view the page.

Inserting a file in text

You can also insert a file in the text in a similar way to embedding images. Click
‘Insert from Media Library’ on the CKEditor and go to ‘document’ in the pop-up
window.
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Add or select media X
Image
Add File
Document ; :

Drop files here to upload them

or

Select Files

0 of 1 item selected

After that, you can add a new file by dropping it there or clicking ‘select files’.

Once you've added the file, click ‘save and select’ to add it to the media library.

Add or select media X

The media item has been created but has not yet been saved. Fill in any required fields and save to add it to the media library.

X Remove
Name

file_upload v4.pdf

1 of 1 item selected Save and select Save and insert

Next, click ‘insert selected’.
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Add or select media

Newest first v Apply Filters

1 of 1 item selected

This will add your file in the text as a download.

Paragraph text

B I @ % | = g = 1= 29 G| Format - | A

[ Source 33

The Bonavero Institute is dedicated to fostering world-class research and scholarship in human
rights law, to promoting public engagement in and understanding of human rights issues, and to
b building valuable conversations and collaborations between human rights scholars and human

rights practitioners.

| Edit media |

file upload v4.pdi

Download_o

body Embedded media

Text format | Basic HTML ~ | About text Formats

If you want to use a file that’'s already in the media library, after clicking ‘Insert
from Media Library’ on the CKEditor and going to ‘document’ in the pop-up
window, scroll down and you will see a list of available files. You can use the
‘Name’ filter to find the file more easily. Tick to select it and click ‘insert
selected’.
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Add or select media X

‘ harassment ‘ ‘ Newest first v ‘ Apply Filters

i

1 0f 1 item selected Insert selected

This will add your file in the text as a download.

Naming files

It’s best to name files properly, so you can find them later. It’s also best not to
have spaces and special characters in file names. E.g. instead of Oxford’s aerial
view.jpeg, name the file as oxford aerial view.jpeg

Using the CKEditor

When you copy text from somewhere else (e.g. a Word document), it’s
important to use the Paste as plain text tool. It gets rid of the styling, but the
copied styling wouldn’t necessarily come through the same way and it could
conflict with the website styles. It's best to paste plain text and then use the
CKEditor tools to style your text (e.g. make your text bold, add bullet points,
choose a different heading, etc.).

Body (Edit summary)

B I'l@ = &g 0 = X2 | %y | Format - | [#] Source
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Linking text

You can link text to another page or if necessary to an external site.
To do this, highlight the text you want to link and click the 'Link' tool.

Paragraph text

B I @ |= = = 9 [ | Nomal - | [ Source

Oxford’s Faculty of Law was one of the first law faculties in the UK to be awarded an Athena

Swan Bronze Certificate by (formerly the Equality Challenge Unit). Being part of
Athena Swan means that we join a global community of people and institutions committed to

tackling gender inequality and building inclusive cultures.

A small window will appear. If you're linking to another page on the site, start
typing the title of the page you want to link to and choose it from the dropdown

list, then click 'save'.

Add Link X

URL

Start typing to find content.

v Advanced

Save

Do the same to link to an external site, but in this case paste the full URL of the
external website into the URL field. Under Advanced, you can set the link to
open in a new tab, so you wouldn’t lose visitors from your site.
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Add Link X
URL

https:/iwww.ox.ac.uk/ ‘

Start typing to find content.

A~ Advanced

CSS classes

List of CSS classes to add to the link, separated by spaces.

Open in new window/tab

See WCAG guidance on ppening links in new windows/tabs.

Save

To make the link display as a button, either type “btn” in the CSS classes box
above or in the editor, select the link text and use the Styles dropdown.

Adding pages into menu

When you create or edit a page, you can put it into the menu via the ‘Menu
settings’ on the right hand side of the edit screen. Tick ‘provide a menu link’.
The menu link title will be automatically the same as the page title but you can
change it. Under ‘Parent link’ select where to put the page in the menu.
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Menu settings
Olamalu test

Provide a menu link

Menu link title

Olamalu test

Description

Shown when hovering over the menu link.

Parent link

-- Study here v

Changing order of main menu items

When you add a page into the main menu, it may not appear in the order you wanted it to be. You
can change the order by going to Structure > Menus > Main navigation. Here you will see the main
menu structure. To re-order the menu, drag the cross by the menu item and move it to the new
position (drag and drop).



T

=\

Drupal training: Website user manual Olamalu

«f» Study here

< Undergraduate study

< BAinJurisprudence

<& BAin Jurisprudence course options (example page) (disabled)

< BAin Jurisprudence with Senior Status

<5 | BAin Law with Law Studies in Europe

< Diplomain Legal Studies

Logging out

To log out via Drupal, click on your username on the black admin bar at the top
and click ‘log out’.

E Manage Yy Shortcuts 1 olamalu

View profile Edit profile Log out
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